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I. Purpose:
This document establishes guidance to carry out effective intake, initial assessment, and
determination of appropriate programs which will result in employment for participants utilizing
services offered by an AJC.
II. Background:
American Job Centers (also known as One-Stop centers) are designed to provide a full range of
workforce assistance programs within one comprehensive location. One-Stop centers were initially
established under the Workforce Investment Act and have been reauthorized under the Workforce
Innovation and Opportunities Act (WIOA). These centers offer training referrals, career
counseling, job listings, and similar employment-related services for all Tennesseans, including
employers seeking a well-trained and skillful workforce. Under WIOA any participant, including
those simply requesting information about employment, must have access to technologies to
conduct a self-directed job search, staff assisted job search, and to access other labor-market
information. American Job Centers (AJCs) must make these services universally available and
increase access opportunities, particularly for those with barriers to employment.
III. Instructions:
Participants must receive an initial assessment on the day they first receive staff-assisted service.
Staff performing the welcome function will greet all participants and perform the initial assessment
by utilizing the Initial Assessment Form. All AJC participants, except self-service, must receive an
initial assessment unless the staff member determines that it is appropriate to use a recent interview,
evaluation, or assessment of the participant conducted pursuant to another education or training
program. Assessments should be uploaded into the participant’s Jobs4TN file, or case noted when a
paper assessment is not utilized.
The initial assessment determines needs and strategies to achieve sustainable employment;
furthermore, training and supportive services are based on an analysis of information gathered from
the participant during the intake process. The assessment should indicate what services the
participant needs and should include, if necessary, referrals to appropriate partner staff and other
agencies that can best provide these services. A thorough initial assessment will provide sufficient
information about the participant’s current situation which staff will use to create a service plan,
which may include co-enrollment in appropriate partner programs.

Initial Assessment Process:
The One-Stop Operator will ensure that all partner programs and staff in the AJC adhere to the
initial assessment guidance and processes. The Initial Assessment form may be updated as needed
to meet the customer-centered design. The staff will use the completed form to:
• Determine if the participant is job ready or not
• Determine service needs such as the desire to pursue training or education.
• Determine any barriers to employment the participant may have
1

•

•
•
•

Determine appropriate partner staff referrals as well as to agencies that can provide
supportive services needed by the participant.
o AJC staff should be familiar with supportive services offered in their specific area as
well as the services that partner staff provides for appropriate referrals. Staff should
also know the appropriate referral process to these partner staff and supportive
service providers
Determine the participant’s skills, abilities, and interest
Determine the participant’s goals
Determine the participant’s next steps, which may include a comprehensive assessment and
the development of an Individual Employment Plan (IEP) or Individual Service Strategy
(ISS)

Note: It is essential that participants with barriers to employment who need immediate income be
provided with appropriate short-term prevocational services that include communication skills,
interviewing skills, punctuality, personal maintenance skills, professional conduct, and financial
literacy services to prepare them for unsubsidized employment. These services may be offered in
group sessions, one-on-one, or electronically. Services should be provided on the same day the
customer receives staff-assisted services whenever possible to meets the needs of the customer.
Evaluation Steps:
1. Occupational Goal Evaluation:
a. An analysis of the participant’s occupational goal to determine whether is it favorable or
unfavorable in the labor market
b. If the participant does not have a clear occupational goal, or if the participant’s outlook
for an occupational goal is unfavorable, then the participant is identified for career
development services (i.e., career exploration to identify an occupation with a favorable,
local labor-market outlook)
2. Knowledge, Skills and Abilities Evaluation:
If the participant’s occupational goal has a favorable outlook in the labor market, then the
following questions must be asked:
a. Does the participant have occupational skills that are currently in demand?
b. How does the participant’s work history, experience, and/or level or expertise relate to
the participant’s goal?
c. Does the participant have transferable skills?
d. Does the participant have the necessary education and training to compete in the job
market?
e. Is the participant unlikely to return to a former occupation due to local economic
conditions?
If the answers indicate to staff that the participant has deficiencies in knowledge, skills, and/or
abilities which will lead to barriers for sustainable jobs and earnings, then the participant will be
identified as needing educational, training services, or support services and be referred to
appropriate AJC staff.
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3. Barriers to Employment Evaluation:
If the participant’s knowledge, skills, and abilities are proficient, staff will review barriers that
are preventing the participant from obtaining employment. Barriers may include:
a. Health and physical considerations
b. Poor work history
c. Lack of references
d. Child or elder care issues
e. Criminal record
f. Transportation issues
g. Limited English skills
h. Homelessness
If no barriers exist, or the barriers can be addressed during the initial assessment or a subsequent
appointment, the participant is identified for job search ready services.
4. Job Search Skills Evaluation:
This should be conducted to determine a participant’s planning, preparation, and job seeking
skills. The evaluation will include:
• Does the participant have an up to date résumé?
• Does the participant need assistance with interviewing and/or communication skills?
• Does the participant know how to conduct an effective job search?
• Does the participant have basic computer skills in order to apply for work online and
conduct internet-based job searches?
• Does the participant have a work search plan?
Services:
1. Job Search Ready Services:
These services are to be provided to participants who possess the following:
• An occupational goal with a favorable labor market outlook;
• Occupational knowledge, skills, and abilities for the occupational goal; or
• No barriers that might prevent obtaining and retaining employment
2. Training Services:
These services are to be provided to participants who:
• Do not possess an occupational goal; and/or
• Do not possess the requisite occupational knowledge, skills, and abilities to find work
related to the participant’s occupational goal; and/or
• Have barriers that potentially prevent them from obtaining and retaining employment
A participant’s assessment may also reveal a skills gap. If so the next logical step, assuming that
no other mechanism is available, is to make available the means for training services. These
training services will include, but not be limited to:
• Work-based training skills with instructions
• Occupational skills training
• On-the-Job training
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Staff use only:
Date entered in VOS ______________________
Staff initials _____________________________

Initial Assessment Form
The answers you provide on this form will help us determine the most effective services for you.
Date:

First & Last Name:

Last 4 SSN:

Have you served in the Military?

❑

YES

❑

NO

Are you the spouse of a Veteran?

❑

YES

❑

NO

Are you registered for the selective service?

❑

YES

❑

NO

Are you registered to vote?

❑

YES

❑

NO

Currently Employed?

❑

YES

❑

NO

If NO, how long have you been unemployed? _____________________________________________
Have you been laid off from a job in the last 5 years?
If YES, did you file an unemployment claim?

❑

YES

❑

NO

❑

YES

❑

NO

What is your usual occupation? ___________________________________________________________
Length of experience: _________________________________________________________________
Are you working in your desired occupation?
If NO, do you have skills/training for your desired occupation?

❑

YES

❑

NO

❑

YES

❑

NO

Highest Grade Completed: _______________________________________________________________
Are you enrolled or planning to enroll in school or training?

❑

YES

❑

NO

If YES, where? ______________________________________________________________________
What do you think is preventing you from getting the job/training you want? (Check all that apply.)
Need training, Skills outdated or lacking
Was primarily a homemaker
No jobs available
Legal issues/restrictions
Disability
Need resume/cover letter assistance
Reliable transportation
Need childcare/elder care
Need better interview/communication skills
Language barrier
Need tools/work related equipment
Lack of computer skills/no email address
Need proper interview/work clothes
Gas assistance while job searching
No working telephone
Other:
What additional services are you in need of?
Veteran Services
Help with the FAFSA
Housing/Utilities Assistance
Training Equipment
Food Assistance
Getting High School Diploma
Car Repairs
Job Searching/Filling out applications
Medical/Dental/Vision Care
Use computer/fax machine/copier
Career/Training Guidance
Other:

